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NOKRANDIN 70; ALl Supervisors
SUBJECY t A Challenge to Your Leadership

As you know, our organisation oonstently needs nev 1dess and improve-
meats to oope With its dynamic xiszion. Problems ave frequently dise
cussed tut solutions are 0ot always reached. Ve need solutions to

crdinates t0 solve problams. You define the provlem ares t0 your
mh,mw,inm‘mmsmluonfmtommtmh
solutions. The attached "Systems Study Check List" can de used as &
guide for the kick~off. :

achieving an ocutstanding ratio of adopted suggestions will be given
appropriste officlel commendation from higher authority.

Flease call your Suggestion Awards Coordinator or contact this offioce
if you have any questions. Good luck t0 you - and remembder evidence
of official reccgnition looks fins in anyone's file!
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Roscutive Searetary
Suggestion Awvards Committee
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SUGGESTTION AVARDS COMMITIFE PRESFNTATION O
PILMS FOR SBUPERVISCRS

OPERIIG

As Bupervigars @ know you will enjay cur briefing progrenm this
norudng, prepared especially for you. The objective of this and
future briefings is to show how you can use the Suggesticn Pro-
grem to nmotivate and rewsrd your smployees.

BASIC FUNPOSE OF SUGGESTION PROGRAK

b, To stimvlaie creative thinking, and to provide a wvay teo
put the thioking into action for the bepafit of the Agsnoy.

B.  To rewexd psople who contridute {dess. Tuis is especially
Winwrummmﬁm,mmnmmdfwmm
sonal recognition froquently hes to bow ¢o the professionsl
meed for ancnymity. '

SUPERVISOR.IMPLOYEE KESPONSIBILITIES

A. The Supervisor, as wll & the cmployes, has e stake in the
Frogram. The Esployee contributiug sn ides mey Do rewerded
vith both recognition and cash; the Superviscr of an award
vianer hes his shexe of persovel recognition, for the achieve-
aent reflects his own ability se o leader.

B. It is in the Supervisor's interest to know hov the Program
whs 80 that he and hic employse cen profit from it. It is

3 st of hic job & e Superviscr to creste an atmosphere which
cuqourages the grovth of pew ideas. IPf ooe of the {dces wing
&n award, the Supervisor vill have preved his ebility ac ¢
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Cox ﬁm cparatlon be eliminated

Can 1t bo cordined with anotliar
onntion

Canr 2% be subdividad and the mrjm
yer:c added to othsr aperaticons

Cau ot of the operation be perfarmsd
woss offeatively ap & sapoarate cperetion

I8 by sygwnce of aperotions the beat
g e R

&ouid this cporation be dowe in another
dupartacnt o nave cost

Is 143 ogreratien dvplicated ot svy paist
in the prudecure

Are ivformation, foots, and dete ewpplled
in suitedie cooditien for use

Can the arigineser perform sdditicnal
vork aor supply more iaformstion that
wrild meke the subacguent operastion
eanior

Cen ixformetisn o forms be pawbetched
or soxted inte aiphsietical, musrical,
chrgnolorieal, or geographical worder
prior to the next atap stailtanoousiy
vith tha oparation

Could reports, menorends, or laiiars be
sliortened to vedues dictating, typiag
&6l ~osding tims

Ars there "dotilenecke” t0 b etrracted
Could "penk prriods” be elimisoted
Will chenging the requirexents of this
cperaiion maks & subsequent opexetion
sesioy

Can the Wk b2 performed duxing the 1dle
e of another opecation

R P by

USE THE RMITOVER JUGGESTIN FORM TO DEVEIQP YTOUR TMPROVEMENT IDEA
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SYSTR( STUDY CHACK LIST
DIDYTRIBUTTON '

NS et

1. Is z3ch copy essmntial

2. If it is meeded for one fvaotion,
could 1t be passed alorg to elisiomte
anciher copy :

3. Is "7gre any vauscessary duplisstion
of cgpies reosived by awy department
o JuTson

L. Is woxo than one depertment maintalning
fiiss of the form vhon ocpe fils 1o o

sicgle department wvwuld suffice
5. Ars copies of t‘m backtracked needs-

lesnly
6. Are all dcpartuents vho need the fosm
getting coples ,
7. Are dspartuents vhich nsed clear copies
getting ariginal or eerly copiesn

8. Are other forms created fron the
- originel form vhen additional coples
wuld serve the same purposs :

USE THE RMPLOYEE SUCGESTION FORM TO DEVELOP YOUR IMPROVEMENT IDEA.
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